Job Title: Information Systems Administrator

Job Title: 911 Information Systems Administrator


York County
Job Description
Job Title: 911 Information Systems Administrator
Revision Date: 12/10/2007
Full time  FORMCHECKBOX 
     Part time    FORMCHECKBOX 

Hours of Work: 0800-1630 

Hours per week: 40 
Shift: Day
Department No: 70
Department Name: YCDES
Reports to (title only): Deputy Director 911 - Technical Services

To be completed by the Human Resources Department:

   FLSA Status:
    FORMCHECKBOX 
  Exempt            FORMCHECKBOX 
  Non-Exempt
   Classification:

   Grade Level:
Please complete the following to ensure that the essential functions and requirements are accurate, clear and consistent with the needs of the position.
 


POSITION SUMMARY

The Information Services Administrator, under the administrative direction of the YCDES Deputy Director-Technology will be primarily responsible for the YCDES Center, EMA and MDC information systems infrastructure and operational performance standards 24/7/365.  In addition, the administrator will be responsible for supervising a staff of six (6) or more that is compromised of two (2) support groups the MDC Team and the YCDES IT Team. 

The YCDES IT (Department of Emergency Services Information Technology) Team consists of three (3) team members that provide 7/24/365 technical support services to both the YCDES Center and EMA.
The MDC (Mobile Data Communications) Team consists of three (3) team members that provide 7/24/365 technical support services to the County’s YCDES and MDC system. The MDC System provides wireless data communication between the 911 Center, Sheriff’s Deputies, the County’s Detectives and all 19 Law Enforcements Agency’s in the County which includes 200 mobile units and 650 users. The MDC system averages 600,000 transactions annually from our local law enforcements agencies, which has a direct impact on the YCDES Center and it’s dispatchers by heavily reducing the number of law enforcement queries that would otherwise be handled by 911 dispatchers.
The IS Administrator is also responsible for reviewing, coordinating and utilizing all the available resources for the efficient operation of the YCDES computerized hardware, software and both LAN and Wireless networks. Work is carried out within the framework of well defined policies, procedures and independent judgment.


ESSENTIAL REQUIREMENTS

· Associates Degree in practical applications of computer technologies, computer principles/procedures, and electronics or equivalent experience.

· Work experience in maintaining public safety technical equipment and service

· Work experience in maintaining computer networks, servers, workstation and peripherals including Cisco related equipment. CCNA, Network + helpful.

· Work experience in maintaining public safety software programs

· Technical certifications

· Direct supervision of subordinates

· Experience evaluating prospective technology products and services

· Experience of Service Contract Management

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Manage the YCDES, EMA and MDC Information Systems 24/7/365.

· Ensure adequate technical staff coverage 24/7/365.

· Develop and maintain standard operating procedures.

· Direct supervision of the YCDES IT and MDC support groups.

· Ability to carry out authorized county disciplinary procedures up to a three day suspension.

· Prepare an annual budget for the proper allocation of the MDC special accounts and the YCDES IT Budget.

· Supervise the implementation of large projects involving the installation and upgrade hardware including Cisco equipment.

· Supervise the implementation of software versions and point releases.

· Manage the training of all new YCDES IT and MDC hires.

· Manage the execution of the MDC Service Agreements between the County all 19 local law enforcement agencies and municipalities.

· Coordinate with the TAC Officer on the NCIC/CLEAN and MDC training and re-certification of 650 law enforcement officers and personnel.

· Evaluation and recommendation of computer hardware, software and contracted services.

· Act as the County YCDES IT/MDC liaison for all IS problems between York County and non York County agencies.  

· Work and coordinate with service contractor(s) and vendors as needed.

· Supervise management of both YCDES and MDC equipment inventory databases.

· Assist with RFP development for new technical projects.

· Maintain a working knowledge of all YCDES and MDC network configurations. 

· Familiarity with PA Act 78.

· Must be able to write reports and maintain records as it relates to maintenance. 

· Must use continuous visual attention to detail.

· Must be able to use moderate physical effort and lift equipment up to fifty (50) pounds.

· Must pass the County background check with no record of criminal conviction. 

· Responsibility for use of a County assigned cell phone.

· Must be able to travel and maintain a valid PA class C driver’s license.

Accountable for on-call rotation on the Mobile Communication Unit as needed.

· ESSENTIAL PHYSICAL AND MENTAL JOB REQUIREMENTS

Please check those items that apply to the essential job functions of the job title listed above. Each category must be completed.

1. Following Directions

 FORMCHECKBOX 
 Full Understanding of Both Written and Verbal Instructions Required

 FORMCHECKBOX 
 Understanding of Verbal Instructions Only Required

 FORMCHECKBOX 
 Understanding of Written Instructions Only Required

2. Communication - English

 FORMCHECKBOX 
 Excellent Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Basic Verbal Communication Skills Necessary

 FORMCHECKBOX 
 Limited or No Verbal Communication Skills Necessary

3. Functional Reading - English

 FORMCHECKBOX 
 Fluent Reading

 FORMCHECKBOX 
 Recognition of Signs/Symbols

 FORMCHECKBOX 
 Simple Reading

 FORMCHECKBOX 
 No Reading Skills Required

4. Hearing







 FORMCHECKBOX 
 Ability to Hear Required

 FORMCHECKBOX 
 Limited Hearing



   

 FORMCHECKBOX 
 Hearing Not Required



   

5. Seeing 

 FORMCHECKBOX 
 20/20 Vision with Corrective Eyewear 

 FORMCHECKBOX 
 Limited Vision 

 FORMCHECKBOX 
 Vision Not Required 

6. Functional Math

 FORMCHECKBOX 
 Complex Computational Skills (Accounting and Financial Skills)

 FORMCHECKBOX 
 Simple Computational Skills (Add, Subtract, Multiply, Divide, Percents)

 FORMCHECKBOX 
 Simple Counting Skills

 FORMCHECKBOX 
 No Mathematical Skills Needed

7. Time

 FORMCHECKBOX 
 Must Tell Time to the Minute

 FORMCHECKBOX 
 Must Recognize Specific Times (Arrival, Departure, Breaks, Lunch)

8. Orientation (Familiarity with Surroundings)

 FORMCHECKBOX 
 Several Blocks From Building

 FORMCHECKBOX 
 Building Only

 FORMCHECKBOX 
 Work Area
           


 FORMCHECKBOX 
 Room Only
              

9. Mobility Skills


 FORMCHECKBOX 
 Mobility Within the Building

 FORMCHECKBOX 
 Mobility Within a Four-Block Radius

 FORMCHECKBOX 
 Driving Required 

10. Sitting







 FORMCHECKBOX 
 75% - 100%

 FORMCHECKBOX 
 50% - 75%

 FORMCHECKBOX 
 25% - 50%

   

 FORMCHECKBOX 
 Less than 25%
   

11. Standing

 FORMCHECKBOX 
 75% - 100%
 FORMCHECKBOX 
 50% - 75%
 FORMCHECKBOX 
 25% - 50%
 FORMCHECKBOX 
 Less than 25%

12. Bending



 FORMCHECKBOX 
 Knees and Waist

 FORMCHECKBOX 
 Waist Only

 FORMCHECKBOX 
 Knees Only

 FORMCHECKBOX 
 No Bending Required

13. Lifting


 FORMCHECKBOX 
 Greater than 30 lbs.          

 FORMCHECKBOX 
 10 - 30 lbs.

 FORMCHECKBOX 
 Less than 10 lbs.

 FORMCHECKBOX 
 No Lifting Required

14. Reaching

 FORMCHECKBOX 
 Greater than 6 Feet           

 FORMCHECKBOX 
 2 - 6 Feet            
 

 FORMCHECKBOX 
 Less than 2 Feet

 FORMCHECKBOX 
 Reaching Required

These statements are intended to describe the nature and level of work being performed by people assigned to this position.  They are not intended to be an exhaustive list of all responsibilities and duties required of the job incumbents.










